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Monthly Supervisor Timeline 

January

· Supervisors are sent a reminder email from Jayme Marrow in Financial Aid regarding any open positions for the spring semester
· Student Appointment Forms for new spring hires should be sent to the Financial Aid Office
· Financial Aid processes Student Appointment Forms for spring new hires

· Financial Aid begins determining which students will be eligible for FWS in the following year
February

· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office

· Financial Aid Office continues to award FWS to eligible students for the next year
March
· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office

· Financial Aid Office continues to award FWS to eligible students for the next year
April

· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office

· Financial Aid Office continues to award FWS to eligible students for the next year
May

· The final student payroll for the year is processed

· Supervisors begin sending completed Student Appointment Forms to the Financial Aid Office for students they know will be returning to the same job position in the fall

· Financial Aid Office continues to award FWS to eligible students for the next year
June

· Supervisors begin sending completed Student Appointment Forms to the Financial Aid Office for students they know will be returning to the same job position in the fall

July

· The Financial Aid Office sends an email to all supervisors requesting that they notify the Financial Aid Office of any open positions for the fall semester.  If unknown, supervisors have the option of waiting until August before providing notification to Financial Aid
· Supervisors begin sending completed Student Appointment Forms to the Financial Aid Office for students they know will be returning to the same job position in the fall

· Federal Work Study Community Service contracts for the coming year are sent to agencies

August

· The Student Employment search engine on the Financial Aid webpage is updated by the Financial Aid Office with all open positions
· Student Appointment Forms are turned in to the Financial Aid Office and processed for all new hires, the information is forwarded to the Payroll Office where timecards will be prepared for your department
· Students who have not already completed payroll documents need to do so as soon as possible
· Reminder email for open fall positions is sent to Supervisors

· Federal Work Study Community Service positions are awarded
September
· Supervisors should begin preparing budget projections for the next academic year

· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office

· Current academic year student payroll process begins

· Federal Work Study Community Service positions are awarded
· Annual Student Employment Supervisor Training held
October

· Financial Aid will send an email to all supervisors requesting a job description review

· If requesting a new position or a rate increase for the next academic year student supervisors should complete the Opportunity Form and submit this to their Department Vice President for a budget review and availability of funding 
· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office
November
· Supervisors should return the completed and signed Opportunity Form to the 


Financial Aid Office for new positions or rate increases to current positions
· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office
December

· Financial Aid will email all supervisors requesting job openings that need to be posted in database for spring semester

· Supervisors continue to send Student Appointment Forms for newly hired students to the Financial Aid Office.

COLLEGE OPERATING BUDGET TIMETABLE

This section is in progress.
